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JOB DESCRIPTION

POSITION TITLE: DirectorofM arketing& Com m unications

REPORTS TO: P resident& CEO

SUPERVISES: M arketingstaff

Location: Dow ntow nL osAngeles,CA
(R EL O CAT IO N FEES N O T O FFER ED)

Salary: Com m ensuratew ithexperience

POSITION SUMMARY:

T heDirectorofM arketingandCom m unicationsoverseesallm arketingeffortsthatprom oteDow ntow n
L osAngeles(DT L A)andspecifically theDow ntow nCenterBusinessIm provem entDistrict(DCBID).T he
Directorw illberesponsiblefordevelopm entandim plem entationofprom otionalcam paigns,digital
m arketingstrategies,publicrelationsinitiatives,andpublicandprivateevents.Alongw iththeseduties,
theDirectorisresponsibleform anagingpersonnel,them arketingbudget,cultivatingsponsorshipdollars
tosupportprogram needs,m aintainingDCBID andDow ntow nL A.com branddesignguidelinesand
developingcorporateandcom m unity relationships.T hepositionalsosupportsthem arketingeffortsof
otherdepartm entsincludingEconom icDevelopm entandO perations.

REPRESENTATIVE DUTIES:
• M anagesday-to-day operationsofthem arketingdepartm ent.

• Developsannualbudget,coordinatescontractsandtracksexpensesforallm arketingactivities.

• Identifiesopportunitiesandbuildsstrategicm arketingplansforgrow ingaw arenessofDT L A asa
destinationforvisitors,residents,businesses,andinvestors.

• Createsm arketingbriefstoim plem entinitiativesandm easureresults.

• O verseescreationofallcollateralm aterialsfortheDCBID toensureconsistentandeffective
brandingandcom m unications.

• W ritescreativeandcom pellingcontentforDCBID w ebsiteandpublicationsandactsaseditorfor
theorganization.

• S upportsthem arketingeffortsoftheEconom icDevelopm entandO perationsDepartm ents.

• M anagesexternalP R firm tocreatecom m unicationsplansthatprom oteapositiveim ageofDT L A;
review sandeditspressreleases.

• M anagesexternaldigitalagency andstaysabreastofnew S EO andS EM toolstocontinually
optim izetheDCBID w ebsite(Dow ntow nL A.com ).

• M anagesexternalS ocialM ediaConsultanttoim plem entcontentstrategy,review m onthly
socialm ediaperform ance,andcreatefutureplanstoincreaseengagem entandfollow ers.

• S upervisesplanning,executionandm easurem entofdigitalandsocialm ediaprogram sand
cam paigns

• W orksw ithBoardofDirectorsandcom m itteestodevelopandexecuteobjectivesforthe
DCBID.

• P reparesspeeches,articles,correspondence,and opinion editorialson variousissuesforthe
P resident and Board ofDirectors. P rovidessupport to the P resident on public relationsand
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com m unications.

• R epresentstheDCBID atdesignatedevents,m eetingsandpresentations.

• P erform sotherdutiesandresponsibilitiesasassigned.

POSITION REQUIREMENTS:

Q ualifications:
• Bachelor'sdegreeinL iberalArts,Advertising,M arketing,P ublicR elations,orsim ilarfields

• Atleast5-10 years’ experienceinm arketing/com m unications

• P rovenexperienceinstaffm anagem ent,contractnegotiation,budgetingandm ultiple
projectm anagem ent

• Flexibility andw illingnesstow orkirregularhours,nightsandw eekendsinsupportof
Districtprogram s,eventsandprom otions

Know ledge,S killsandAbilities:

• S elf-starterabletoefficiently executeinitiativesandactively m anagedeadlines
• Excellentuseofcom puterandallcom puterprogram srequiredtom eettheabove

dutiesandresponsibilities(W ord,Excel,P ow erP oint,P ublisher,andothers)

• Excellentuseofgram m ar,spellingandw rittencom m unication

• Ability toclearly com m unicate(orally andw ritten)

• Experiencew ithorstrongw orkingknow ledgeof
o Digitalm arketingstrategy
o W ebsitem anagem ent
o S EO
o Analysisandpublishingtoolssuchas:FacebookInsights,GoogleAnalytics,GoogleS earch

Console,S proutS ocial,L ater
o Contentdistributionexpertisespanningow ned,earned,andpaiddigitalchannels
o M ediabuying
o P rom otions
o S ponsorshipdevelopm ent
o P ublicrelations
o Eventplanning
o N on-profitm anagem ent
o Em pow eringandm anagingsubordinatestaff
o Advertising/S ocialM ediaO utreach

T hispositionoutlineisageneralguidetotheresponsibilitiesoftheDirectorofM arketingand
Com m unications.T hisdocum entdoes not createanem ploym entcontractand/oragreem ent,im plied
orotherw ise.T hispositionisasalaried,exempt,AT -W IL L position.Dutiesandresponsibilitiesare
subjecttom odificationfrom tim etotim e,w ithorw ithoutpriornotice.Inordertoperform the
necessary dutiesandresponsibilitiesofthisposition,theselectedpersonm ustpossesstheskills,
aptitudeandabilitiestoperform allofthelisteddutiesandresponsibilitiesproficiently.

TO APPLY: P leasee-m ailcoverletterandresum etoElisabethCutleratecutler@ dow ntow nla.com .
R esum em ustbeaccom paniedby acoverletter. S ubm issionsw ithoutacoverletterw illnotbe
considered.


